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This Administrative Services Letter contains information regarding employee grievance and complaint procedures.
Since grievances and complaints can be sensitive and complex, managers and supervisors should consult with
the Labor Relations Section whenever an employee grievance or complaint is received. Represented employees
should consult their exclusive representative (Union) for assistance.

Questions regarding the grievance and complaint procedure should be directed to the Air Resources Board, Labor
Relations Officer at (916) 323-6753.
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Grievance Procedure for Represented Employees

Introduction

At the Air Resources Board (ARB), employee job-related issues and concerns are to be
resolved fairly, quickly and at the lowest possible organizational level. This
Administrative Services Letter (ASL) outlines the basic procedures for addressing
represented employee grievances and complaints. Represented employees are
designated employees in collective bargaining units 1 through 21. Each bargaining unit
Collective Bargaining Agreement contains a detailed grievance procedure. Although
these procedures are similar, there are differences in specific features, i.e., time limits for
filing and responding, designated levels of review, etc. It is important, therefore, to
review the appropriate Collective Bargaining Agreement prior to filing or responding to an
employee grievance or work-related complaint.
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Definitions

TERM

DEFINITION

Arbitration:

Arbitration is the last step of the grievance procedure. Arbitration decisions are final and
binding on both parties.

Bargaining Unit (BU):

Grouping of employees for the purpose of bargaining based on criteria related to common
occupational factors among employees or classifications of employees, and the effect of the
grouping on the meet and confer relationship, effective representation, and efficient
operations of the State.

Board of Adjustment (BOA):

The BOA is made up of two representatives designated by the union and two
representatives designated by the State employer for the purpose of considering grievance
appeals with the authority to grant or deny grievances at Step 4 of the grievance procedure.

Collective Bargaining
Agreement:

A written agreement between the State and a labor organization, usually for a definite term,
defining conditions of employment, rights of employees and the labor organization, and
procedures to be followed in settling disputes and handling issues that arise during the life
of the agreement. Collective bargaining agreement is also referred to as “contract” or
“Memorandum of Understanding”.

Exclusive Representative:

An employee organization recognized by the State employer as the exclusive bargaining
agent of the employees in a bargaining unit.

Work-Related Complaint:

A dispute involving the application or interpretation of a written rule or policy not covered by
the collective bargaining agreement and not under the jurisdiction of the State Personnel
Board. Work-related complaints may only be processed as far as the department head or
designee.

Grievance:

A dispute of one or more employees or a dispute between the State and the union, involving
the application, interpretation, or enforcement of the terms of the collective bargaining
agreement.

Grievance (BU 12 only):

A dispute of one or more employees or a dispute between the union and the State involving
the interpretation, application or enforcement of the provisions of the collective bargaining
agreement, or involving a law, policy or procedure concerning employment related matters
not covered in this collective bargaining agreement and not under the jurisdiction of the
State Personnel Board.

Health & Safety Grievance:

Expedited procedure for resolving situations where an employee (or employee union)
believes he/she is being required to work where a clear and present danger exists.

Out-of Classification
Grievance:

An employee is considered to be working “out of classification” when he/she spends a
majority of his/her time over the course of at least two consecutive work weeks performing
duties and responsibilities associated with a higher level existing classification that do not
overlap with the classification in which the employee holds an appointment. These
grievances are processed according to the Out-of-Classification Grievance procedure
contained in the collective bargaining agreement.

Union Representative:

“Union Representative” refers to an employee designated by the union as a Union Steward,
a paid union staff representative or a Bargaining Unit Counsel Representative.
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GRIEVANCE PROCEDURE
FOR REPRESENTED EMPLOYEES

The Air Resources Board is committed to maintaining a work environment where its diverse employee population
can work in an atmosphere of tolerance, civility, and mutual respect for the rights, duties, and sensibilities of each
individual. The grievance process is available to assist in the resolution of disputes involving the application,
interpretation, enforcement or alleged violation of the express terms of the Collective Bargaining Agreement. The
purpose of the grievance procedure is to provide for the prompt review and resolution of grievable issues either
formally or informally at the lowest possible level.

Policy:

General Provisions:

Each Collective Bargaining
Agreement contains a
negotiated grievance
procedure. It is important to
review the appropriate
Collective Bargaining
Agreement for specific
information regarding
employee grievance
procedures and time frame
requirements prior to filing
or responding to an
employee grievance.

It is the policy of the Air Resources Board to provide represented employees the
freedom to exercise their rights as established under Government Code 3512 et seq.
(Ralph C. Dills Act), and to afford employees an effective means of obtaining prompt
consideration of grievances and work-related complaints. In that regard, every
employee eligible to file a grievance or complaint may do so without fear of unlawful
discrimination or reprisal. Employees and their respective supervisors and managers
are encouraged to make reasonable attempts to identify potential issues and seek to
remedy disputes and find acceptable solutions by informal means at the lowest
possible level of supervision. If the employee is not in agreement with the decision
reached through these discussions, a formal grievance or complaint may be filed in
writing pursuant to the procedure and time limits set forth in the appropriate Collective
Bargaining Agreement.

The Air Resources Board Labor Relations staff is responsible for advising management
representatives on the administration and processing of employee grievances and
work-related complaints, and as such, questions regarding employee grievances and
work-related complaints should be addressed to the Labor Relations staff.

Grievances and work-related complaints, as labor relations appeals, are handled and
processed differently than other types of employment-related appeals, e.g., appeals of
adverse actions and rejections during probation, examination appeals, merit issue
complaints, discrimination complaints, etc. Grievances and complaints are processed
in accordance with a negotiated grievance procedure. Procedures for filing and
processing grievances and work-related complaints are detailed in Collective
Bargaining Agreements. Each of the State’s Collective Bargaining Agreements
contains a detailed grievance procedure for the appeal and review of employee
grievances and complaints specific to the bargaining unit. Although these procedures
are similar, there are differences in technical features, i.e., time limits for appeal of and
response to a grievance or complaint and/or number of designated levels of review,
etc. Therefore, it is important to review grievance and complaint provisions contained
in the applicable Collective Bargaining Agreement prior to filing or responding to a
grievance or work-related complaint. Employees may obtain a copy of their Collective
Bargaining Agreement by contacting their Union. Managers and supervisors may
obtain copies of Collective Bargaining Agreements by contacting the Labor Relations
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Officer at (916) 323-6753. Collective Bargaining Agreements are also available for
viewing online at the Department of Personnel Administration website at
http://www.dpa.ca.gov/collbarg/contract/bumenu.shtm.

While most Collective Bargaining Agreement provisions are subject to the entire
grievance process (i.e., review by the Department of Personnel Administration and
subject to arbitration), some provisions specifically limit grievability to the third or fourth
level of appeal of the formal grievance procedure. The limitation of grievability will be
clearly stated in the relevant provision of the Collective Bargaining Agreement (i.e.,
annual performance appraisals may only be grievable up to the departmental level of
review). Review the applicable labor contract for specific provisions related to the
grievance procedure and any provisions related to issues addressed in the specific
grievance or work-related complaint. The Department (Labor Relations Officer) is the
final level of review for all employee complaints. Grievances and complaints are
defined as follows:

Grievance: A grievance is a dispute of one or more employees and or the
union involving the interpretation, application, or enforcement of
the express terms of the labor contract. There are four
categories of grievances:

. Individual Grievance - An individual grievance is filed
when an alleged violation of the Collective Bargaining
Agreement affects only one employee.

. Group Grievance - A group grievance is filed when an
alleged violation of the Collective Bargaining Agreement
affects more than one individual.

. Union Grievance - Sometimes an alleged contract
violation affects the union as an institution. Union
grievances protect the right of the Union to function as the
exclusive representative.

. Class Action Grievance — A class action grievance
involves alleged violations of the Collective Bargaining
Agreement that impacts or affects employees of more
than one work group or work location or department.

Health & Safety A health and safety grievance involves situations in which an
Grievance: employee, in good faith, believes he/she is being required to

work where an immediate and recognizable threat to his/her
health and safety exists. Health and safety grievances are
processed under an expedited grievance procedure.

Out-of-Classification  An employee is considered to be working “out of classification”

Grievance: when he/she spends a majority of his/her time over the course
of at least two consecutive work weeks performing duties and
responsibilities associated with a higher level existing
classification that do not overlap with the classification in which
the employee holds an appointment. Out-of-classification
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Reprisal:

Right to
Representation:

Grievance Timelines:

grievances are processed according to the Out-of-Classification
Grievance procedure contained in the labor contract.

Work-related A complaint is a dispute of one or more employees involving the
Complaint: application, interpretation, or enforcement of a written rule or

policy not covered by the Collective Bargaining Agreement and
not under the jurisdiction of the State Personnel Board.

Employees are guaranteed freedom from reprisal, harassment or discrimination, either
threatened or imposed, for exercising rights provided under the Ralph C. Dills Act or
under provisions of the Collective Bargaining Agreement. Reprisal, harassment or
discrimination, either imposed or threatened, against an employee, witness,
representative, or other individual(s) for filing or participating in a grievance or work-
related complaint, or for exercising any rights provided under the Ralph C. Dills Act or
an applicable Collective Bargaining Agreement will not be tolerated.

An employee’s right to representation is guaranteed by individual Collective Bargaining
Agreements and the provisions of the Ralph C. Dills Act.

Time-Off During Employees are entitled to reasonable time off during work hours
Work Hours: to meet with their representative regarding representational

matters or to prepare a grievance or work-related complaint.
Time off, however, is subject to approval by management and
based on operational need. If workload issues prevent an
employee being provided time off at the time requested, an
alternate time in the near future must be provided.

Steward Time-Off. ~ Upon the request of an aggrieved employee, a union steward
shall be allowed reasonable time off during working hours,
without loss of compensation, for representational purposes and
to assist the employee with preparation, filing and presentation
of a grievance or work-related complaint as long as the
employee to be represented is in the steward's designated area
of representation. Time-off for these purposes is subject to prior
notification and approval of the union steward’s immediate
supervisor.

Each Collective Bargaining Agreement mandates timely submissions of grievances
and work-related complaints. Time frames are clearly specified in the Collective
Bargaining Agreement Grievance Procedure for the filing and processing of a
grievance or work-related complaint through each step of the grievance or complaint
procedure. All parties involved in a grievance or work-related complaint are expected
to act upon the grievance or complaint in a timely manner so that issues and concerns
may be dealt with and resolved promptly.

Every effort should be made to complete action within the time limits contained in the
grievance/complaint procedure. On occasion, however, with the mutual consent of the
parties, the time limit for any step in the grievance or complaint procedure may be
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Failure to submit or elevate
a grievance or work-
related complaint within
the specified timeframe at
any level of the grievance
or complaint procedure will
result in the grievance or
complaint being
considered withdrawn.

Grievance Procedure:

The “HEmployee
Contract Grievance (Std.

630)H" must specify the
specific articles(s) and
sections(s) of the
Collective Bargaining
Agreement that have
allegedly been violated.

extended. Agreement to extend time limits at any level should be clearly documented

in writing.

Filing and
Appealing a
Grievance or

Complaint:

Management
Response:

If the employee, or his/her representative, fails to file or to elevate a
grievance or work-related complaint within the timeframes specified in
the Collective Bargaining Agreement at any level of the grievance or
complaint procedure, the grievance or complaint is considered
withdrawn.

If management, at any level, fails to respond to a grievance or work-
related complaint within the time limits specified in the grievance or
complaint procedure, the grievant has the right to appeal to the next
level or review.

Each of the State’s Collective Bargaining Agreements contain specific procedures to
be used by employees represented under the agreement for processing and resolving
employee grievances and work-related complaints. Employees, supervisors and
managers are strongly encouraged to review the specific provisions of the applicable
Collective Bargaining Agreement prior to filing or responding to a formal grievance or
work-related complaint.

Informal
Discussion:

Grievance
Form:

At the informal level of the grievance process, the employee and/or
employee’s representative and the employee’s immediate supervisor
discuss the specific incident, issue or problem. The informal
discussion is initiated by the employee or his/her representative and,
with the exception of employees in Bargaining Unit 12, is to precede
the filing of a formal written grievance. The time by which the
immediate supervisor is to issue his/her decision or response varies
by bargaining unit. Check the Grievance Procedure provision of the
applicable Collective Bargaining Agreement for timeframes and
requirements specific to the bargaining unit.

Pursuant to the laws and rules of the State of California and in
accordance with applicable Collective Bargaining Agreement
provisions, a grievance must be filed on an “Employee Contract
Grievance (Std. 630)" form. The “Employee Contract Grievance (Std.
630)” form must contain, at a minimum, the following information:

(1)  The grievant's collective bargaining unit.

2)  The date of the incident or action causing the grievance.

3)  The date of the informal discussion and date of the informal
response.

(4)  The specific articles(s) and sections(s) of the collective
bargaining agreement allegedly violated.

(5) A clear description of the problem or issue causing the
grievance (grievance statement).

(6)  The specific remedy being requested.

—_
~— ~—

Grievance Procedure — Represented Employees

Page 4


http://www.documents.dgs.ca.gov/osp/pdf/std630.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std630.pdf

Grievance

Procedure

Charts:

Failure to provide the above information on the grievance form can
result in the grievance being returned to the grievant or his/her
representative as incomplete and/or improperly filed. Timeframes for
processing the grievance will not necessarily be extended due to the
return of an incomplete and/or improperly filed grievance.

The following Grievance Procedure Charts serve as summaries only
of the bargaining unit Grievance and Complaint Procedure. While
most contract provisions are subject to the entire grievance process
(i.e., review by the Department of Personnel Administration and
subject to arbitration), some provisions specifically limit grievability to
the third or fourth level of the formal grievance procedure. Any
limitation of grievability will be clearly stated in the relevant provision of
the Collective Bargaining Agreement (i.e., in most Collective
Bargaining Agreements, an annual performance appraisal may only
be grieved up to the departmental level of review). The ARB Labor
Relations Officer is the final level of review for most work-related
complaints. Itis important, therefore, to review the specific provisions
of the applicable Collective Bargaining Agreement prior to filing or
responding to a formal grievance or work-related complaint.
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Informal

iscussio

Immediate
Supervisor

An employes's grigvance shall
initially be discussad with the
employves’s immediate
sUparvisar,

Division
Chief

If the employes's grievance is
not resclved at the informal
discussion, the emploves may
file a formal written grievance
with hisfmer Division Chigf (16
Level Reviewer) no later than 21
calendar days after the
emplovee can reasonably be
axpected o have known of the

event occasioning the grigvance,

Within 21 calendar days after
receipl of the formal writken
grievance, the Division Chief
shall respond in writing o the
grievance.

Grievances must be filed on form STD, 630,

GRIEVANCE PROCEDURE

SEIU Local 1000

(Bargaining Units 1, 4, 11, 14 & 21)

Labor Relations —

If the grievant is nat satisfied with
the decision rendarad at Step 1
of the formal grievancs
pracedure, the grievant may
appeal the decision with 21
calendar days of recaipt of the
Step 1 decision to the ARB
Labor Relations Officer. Step 2
grievances should be mailed to:

&ir Resources Board
Altn; Labor Relations officer
Human Resources Branch
1001 | Street, 200 Floor
Sacramenta, CA 95514

Within 21 calendar days aftar
receipt of the appealed
grievance, the Labor Relations
(Hiicer shall respand in writing.

Department of

Personnel —

Administration

If the grienvant is not satisfiad with
the decision rendered at Step 2,
the grievant may appeal within
30 calendar days after recsipt of
the Step 2 decision to the
Dirgctar, Departmant of
Fersonnel Administration. A
copy of the grievance appeal
shall be concurrenily sent lo the
ARB Labor Relations Officer,

Within 30 calendar days after
receipt of the appealed
grigvance, the Direclor,
Department of Personnel
Administration or hisher
designee shall respand in
writing.

If the State fails io respond to a grievance within the ime limils specified for a given step, the grievant has the right 1o appeal to the next step.
There are soma axceplions to the above procedure. Some contract provisions limit grievability to up to the third or fourth level of the formal grievance procedure. The limitaticn of the grievance
will be stated in the relevant contract provision. Also some contracls provide for an expedited Heallh and Safety Grievance procedure, A delailed descriplion of the grievance procedurs is

contained in the Collective Bargaining Agreement. Employees are strongly encouraged to review the Collective Bargaining Agreement language for specific information regarding the grievance

process,

Arbitration

If the grievance is not resolved at
Step 3, within 30 calendar days
after receipt of the 3 level
response, the Union may submit
the grievance 1o arbitratian,
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GRIEVANCE PROCEDURE
California Attorneys, Administrative Law Judges and Hearing Officers in State Employment (CASE)
(Bargaining Unit 2)

! ! Department of
Immadiate - Chief Counsel — Labor Relations —- Personnel —- Arbitration
Supervisor Officer Administration
An employes grievance If an informal grievance is not If the grievant is nol satisfied If the grievant is not satisfied If the: grievance is nol
initizlly shall be discussed  rasolved to the satisfaction of the with the decision rendered at with the dacision renderad at resolved at Step 3, within 30
with the employea's grievant, a formal grievance may be Step 1, the grievant may Step 2, the grievant may calendar days after the 3
immediate supervisor. filed no later than: appeal the decision within 21 appeal the decision within 21 level respanse, CASE shall
cakendar days after receipt to calendar days after receipt to have tha right to submit the
i1) 21 calendar days after the the Labor Relations Officer at: the Director, Department of grievance to arbilration.
employea can reasonably be Personnel Administation.
gxpecled 1o have known of the event Air Resources Board
pocasioning the grievance Aftn: Labor Relations Officer Within 30 calendar days after
(2) Within 14 calandar days afier Human Resources Branch receipl of the appealed
receipt of the decision rendered in 1001 | Street, 20" Floor grievance, the Diractar,
the informal grigvance procedure., Sacramanto, CA 85814 Department of Personnel
Administration or his'her
However, if the informal grievance Within 30 calendar days after designae shall respond in
procedure is not iniliated within the receipt of the appealed writing to the grievance.
period specified in (1) above, the grievance, the Labor
periad in which io bring the Relations Officar shall
grievance shall nol be extended by respond in wriling to the
(2] above. grievance.

Within 14 calendar days after receipt
of the formal written grievanca, the
Chigef Counsel shall respond in
wriling to the grievance.

Hole: Grievances must be filed an farm STD. 630.
If the: State fails to respand to a grigvance within the time limits specified for a given step, the grievant has the right o appeal to the next step.
There are some exceplions to the above procedure. Some contract provisions limil grievability to up 1o the third or fourth level of the formal grievance procedure.
The limitation of the grievance will be stated in the relevant contract provision. Alse some contracts provide for an expedited Health and Safely Grievance procedure.
A detailed description of the grievance procedure is contained in the Bargaining Unit 2 Memaorandum of Understanding (MOL), Employvees are strongly encouraged
to review the Caollective Bargaining Agreement language for specific infarmation regarding the grievance process.
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Professional Engineers in Califomia State Government (PECG)

Immediate
Supervisor

GRIEVANCE PROCEDURE

{Bargaining Unit 9)

Branch Chief

Division Chiaf

An amployee’s grievance
initialty shall be discussed
with the employes's
immediale supervisor.

Within 7 calendar days the
immadiaie suparvisor shall
give hisfher decision.

E

If &n informal grievance is nat
resolvid to the satisfaction of the
grievant, a farmal grievance may
be filed with the employes's Branch
Chief no later than

(1) 21 calendar days after the
emplayes can reasonably ba
expecied to have known of the
event occasioning the grievance,
(2) Within 14 calendar days after
receipt of the decision rendered in
the informal grievance procedure.

If the informal grievance procedure
is nat initiated within the pariod
specified in item {1} above, the
periad inwhich to bring the
grievance shall nol be extended by
item {<} above,

Within 14 calendar days after
receipl of the formal written
grievance, the Branch Chief shall
respond in wriling to the grievance.

Grigvances must ba filed on form STO. 630,
If the State fails to respond to a grigvance within the time Dimils specified for a given step, the griavant has the right 1o appeal 1o the next step.

If the grievant is ol salisfied
with the decision renderad at
Step 1, the grievant may appeal
the decision within 21 cabendar
days after receipt 1o histhar
Division Chief,

Within 21 calendar days after
receipt of the appealed
grievance, the Division Chisf
shall respond in writing.

Labor Relations
Officer

IF the grievant is not salisfied with
the decision renderad ai Step 2,
the grievant may appeal the
decision within 21 calendar days
after recaipt to the ARE Labar
Relations Officer at:

Labor Relafians Officer
Air Resources Boand
Human Resources Branch
1007 I Street, 20th Floor
Sacramento, CA 95814

Within 21 calendar days after
raceipt of the appealed grievance,
the Labor Relations Officer shall
raspond in writing.

Department of
Persannal
Adminisiration

Arbitration

If the grievant is not salisfied with
the decision rendared at Step 3,
the grievant may appeal the
decision within 21 calendar days
after recaipt to the Director of the
Department of Petsonnel
Adminisiration.

Within 30 calendar days after
receipt of the appealed grievance,
Ihe Director of he Department of
Personnel Administration, or his/
her designee, shall respond in
wiriting.

IF the grievance is nol resolved at
Step 4, within 30 calendar days
after recaipt of the dth-level
respanse, PECG shall have the
right f submit the grievance to
arbitration.

There are some exceptions 1o the above procedure. Some contract provisions limit grievability to up to the third or fourth level of the formal grievance procedure. The limitation of the grievance will be stated in the
relevant contract provision. Also some contracts provide for an expedited Health and Safety Grievance procedure. A detailed description of the grievance procedure is contained in the Callective Bargaining
Agreement, Emplovees are strongly encouraged to review the Caollective Bargaining Agreement language for specific information regarding the grievance procass.
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GRIEVANCE PROCEDURE
California Association of State Scientists (CAPS)
(Bargaining Unit 10)

Immediate
Supervisor

Branch Chief

Division Chief

An employes's grievance
inifially shall be discussed
with the employes's
immedizte supervisor.

Within 7 calendar days the
immedizte supervisor shall
give his'her decision or
respanse.

I an informal grievance & nol
reschved to the satisfaction of the
qgrievant, a formal grievance may
be filed with the Branch Chief no
later than ;

{1} 21 calendar days after the
amployes can reasonably be
expected to have known of the
evant occasioning the grievance;
{2) Within 14 calendar days after
receipt of the decision rendered in
the informal grievance procedure,

If the infarmal grievance
procadure is nol initiated within the
period specified in itern (1) above,
the period in which to bring the
grigvance shall not be exlendad
by ttam [£) above.

Within 21 calendar days afier
recaipt of the formal written
grievance, the Branch Chigf shall
respand in writing.

Grigvances must be filed on form STD. 630,

I the grievant is nod salisfied
with the decision rendered at
Step 1, the grievant may
appeal the decisicn within

21 calendar days after
raceipt 1o his'her Division
Chief.

Within 21 calendar days
after recaipt of the formal
grievance the Division Chief
shall respand in writing.

Labor Relations
Officer

If e grigvant is nol salisfied
with the decision rendered af
Step 2, the grievant may
appeal the decision within 21
calendar days after receipt to
Ihe ARB Labor Relations
Officer at:

Labar Relations Cfficer
Air Rasources Board
Humar Resources Branch
1001 { Street, 20th Floor
Sacramenio, CA 25814

Within 21 calendar days afier
receipl of the grievance
appeal, the ARB Labor
Relations Officer shall respond
in wriling.

Department of
Personnel
Administration

Arbitration

If the griewvant is not
satizfied with the decision
renderad at Step 3, the
grievant may appeal the
decision within 21 calendar
days alter recelipt to the
Director of the Department
of Parsonnel Administration,

Within 30 calendar days
after receipt of the appealed
grievance, the Directar of
the Department of
Parsonnel Adminisiration or
his/her designes shall
respond in writing.

If the State fails to respond to a grievance within the tima limits specified for a givan step, the grievant has the right to appeal o the next step,
There are some exceplions to the above procedure. Some confract provisions limit grievability to up to the third or fourth level of the formal grievance procedure. The limitation of
the grievance will be statad in the relevant confract provision, Also some contracts provide for an expedited Health and Safety Grievance procedure, A detailed description of the
grievance procedure 5 contained in the Collective Bargaining Agreement. Employees are strongly encouraged to review the Collective Bargaining Agreement language for specific
information regarding the grievance process.

If the grievance is not
resolved at Step 4, within 30
calendar days after the dih-
level response, CAPS shall
have tha right io submit the
grievance 1o arbitralion.
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GRIEVANCE PROCEDURE
International Union of Operating Engineers (IUOE)
(Bargaining Unit 12)

Division Chief

Labor Relations
Officer

A formal grievance may be filed
with the employee's Division
Chief no later than 15 calendar
days afier the event or
gircumsiance oocasioning the
grievance or after knowledge of
same reasanably should have
bean acquired,

The Division Chief will respand
withim 20 days after receipt of
the Stap 1 Formal Grigvance.

If grievant i not satisfied with
the decision rendered at Step 1,
{he grievanl may appeal the
decision fo the ARE Labor
Ralations Officer, Appeals must
be postmarked within 10 days of
the postmark of the Stap 1
decision, Slep 2 grievance
appeals should be mailed ta:

Air Resources Board
Human Resources Branch
Altre: Labor Refations Officer
1001 | Streat, 20fh Floor
Sacramento, GA 85814

Grievances must be filed on form STD. 630,

Deparimeant of
Personnel
Administration

Only grievances involving
interpratation, application or
anforcemeant of the provisions of
the BU 12 Collective Bargaining
Agreement may be appealed o
the Director of the Depariment of
Persannel Administration, For
all olher grievancas, the Labor
Relations Officar is the final level
aof review, Appeals must be
posimarked within 10 days from
the postmark of the Step 2
decision,

of Adju

Snrmel

Arbitration

[f IUOE is nol salisfied with the
decision renderad by the
Depariment of Personnel
Administration, IWOE may
appeal the decision for
consideraticn by a Board of
Adjustment {BOA), The appeal
st be sent 1o the Department
aof Persanned Administration, the
ARE Labor Relafions Officar,
and the IUCE Central Office
postmarked within 10 days of
{he date of the postmark of the
Step 3 level decision.

If the grievance is nol resolved
at the BOA lavel, within 15 days
after the BOA determines thal a
deadlock exists and has so
informed the parties in writing,
[UGE shall have the right to
submit tha griavance to
arbitration.

[T the: Stale fails o respond o a grievance within the tme limits specified for a given slep, the grievant has the right 1o appeal o the next slep.

There are some excaptions to the above procedure. Some confract provisions limit grievability to up to the third or fourth level of the formal grievance procedure. The
limitation of the grievance will be stated in the relevant confract provision, Also some confracts provide for an expedited Health and Safety Grievance procedura, A
detailed description of the grievance procedure is contained in the Collective Bargaining Agreement. Employees are strongly encouraged to review the Collective
Bargaining Agreement language for specific information regarding the grievance process,
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Health and Safety
Grievance:

It is the intent of the Health and Safety Grievance Procedure to ensure a prompt
response to employees who feel a situation exists that constitutes an immediate and
recognizable threat to their health and safety.

The Health and Safety Grievance procedures are not intended to include resolution of
hazards and risks which are an ordinary characteristic of the work or are reasonably
associated with the performance of an employee’s responsibilities and duties. In
addition, the Health and Safety Grievance procedure should not be interpreted as
authorization to fail to follow orders or instructions. Departmental orders and State
policy require that orders be obeyed promptly even where inherent risk is involved or
where an employee does not personally agree with the order unless the order
constitutes what a reasonable individual under similar circumstances would perceive
as an immediate risk of death or of serious injury. All employees are expected to bring
any concern regarding a potential health and safety concern to the attention of their
supervisor and doing so does not in any way require the filing of a Health and Safety
Grievance.

When an employee believes, in good faith, he/she is being required to work where an
immediate and recognizable threat to employee health and safety exists, he/she should
immediately notify his/her immediate supervisor. The supervisor will assess the
situation, direct any necessary corrective action to eliminate any immediate and
recognizable threat to health and safety, and either direct the employee to temporarily
perform some other task or to proceed with assigned duties.

If the employee or his/her Union still believes the immediate and recognizable threat to
health and safety exists, the Union or the employee may file a grievance under the
Health and Safety Grievance provision of the Collective Bargaining Agreement.

Most of the State’s Collective Bargaining Agreements contain an expedited process for
resolving Health and Safety Grievances providing for filing of grievances at the 2nd
level of the grievance procedure. For specific procedures and filing and processing
timeframes for Health and Safety Grievances, refer to the applicable Collective
Bargaining Agreement or contact the Labor Relations Section in Administrative
Services Division.

Health & The following Health & Safety Grievance Procedure Charts serve as
Safety summaries only of the bargaining unit Health & Safety Grievance
Grievance Procedure process. Employees are encouraged to review the specific
Charts: provisions of the applicable Collective Bargaining Agreement prior to

filing or responding to a formal Health & Safety Grievance.
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Infermal Discussion —
Immediate
Supervisor -

When an employes in good faith believes
thal hefshe is being required lo work
whare an immadiate and recognizable
threat fo health and safety exists, the
employee will notify hislher supervisor.
The supervisor will immediately assess
the situation, dired any necessary
corrective action to eliminate any
immediate and recognizable thraat o
employee health and safety, and either
direct the employee to temporariy
perfarm some olher task or direct the
employee to proceed with assigned
duties. If the Union or the employee siill
believe the immediate and recognizable
threat fo health and safety exists, the
Union or emploves may file a Health and
Safety Grievance al Step 2 of the
grigvance procedure,

HEALTH & SAFETY GRIEVANCE PROCEDURE
SEIU Local 1000
(Bargaining Units 1,4, 11, 14 & 21)

Health & Safely Grievance
Step 2

Labor Relations
Officer

If the grievant is not satisfied with the
decision rendered by hisfher supervisar,
the grievant may appeal the decisicn in
witing, within 5 calendar days after
receipl of the decision to the ARB Labor
Relations Officer as the second level of
review. Slep 2 Heallh & Safety
Grigvances should be mailed o

Air Resources Board
Attn: Labor Refations Officer
Human Resources Branch
1001 | Straat 20M Floor
Sacramento, CA 95814

Within 14 calendar days after receipt of
{he appealed Heallh & Safety Grievance,
the Labor Relations Officer shall respond
in writing.

Nabe: Griewances must be fled on form ST, 630,
If the Stata fails 1o raspond to a grievanos within the @me limits specified for a given step, the grevant has the rght to appeal to the next step. A detailed description of the Health & Safaty
Grievance procedure is contained in the Collective Bargaining Agreement. Employees are strongly encouraged to review the Collective Bargaining Agreement language for speafic
information regarding the grievance process,

Health & Safely Grievance
Step 3

Department of Personnel

Administration

[F the grievant is not satisfied with the
decision rendered at Step 2, the
grievant may appeal, in writing, within
5 calendar days after receipt of the
Step 2 decision to the Diractor,
Depariment of Personnel
Administration. A& copy of the
grievance appeal shall be concurrenthy
sant to the ARB Labor Relalions
Officer,

Within 14 calendar days after receipt
of ihe appealed Health & Safaty
Grigvance, the Direclor, Department
af Personnel Administration or his'her
designee shall respond in writing.

Health & Safety Grievance
Step 4

Arbitration

If the Heath and Safety Grigvanca is
not resolved at Step 3, within 24 hours
after receipt of the 3 level response,
fre Union may submit the Health and
Safety Grievanoe to arbitration.

The arbitralion shall take place no
later than 14 days following the
Union's requesl unless the parlies
mutuzally agree atherwise.
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HEALTH & SAFETY GRIEVANCE PROCEDURE
California Attorneys, Administrative Law Judges and Hearing Officers in State Employment (CASE)
(Bargaining Unit 2)

When tha Unian feels thal thers exists a clear and presant danger of an imminent and savers thraal [o the health and safety of the emplayeas, the Union may
invoke the immediate Dispute Resclution- Health and Safety provision in Article 7.14 of the Unit 2 Callective Bargaining Agreement. When an employee in
good faith believes that an otherwise unsafe condition exists, tha employee shall notify his'her suparvisor. The superyvisar will immediataly assess the
situation, direct any necessary correclive action, and either direct the employee to temperarilty perform some other task or direct the employee to proceed
with his/her assigned duties. If the Union or the employes still believe the unsafe condition{s) exists, the Union or the employes may file a Healih and Safety
Grievance according to the Heallh and Safely Grievance Procedure found in Secion 7.12 Heallh and Safely Grievances of the Unit 2 Collective Bargaining

Agresment.
Health & Safely Health & Safely Health & Safely
ffermel Grievance Grievance Grievance
7 -
Discussion — Step 2 — Step 3 — Step 4
Department of
Chief Counsel — ! Relatigy —* Personnel —* Arbitration
Officer .
Administration
When an employes in good faith If the: grievant is not satisfied with If the: grievance is not resolved at If the grievance cannol be o
believes that an unsafe condition  the decision rendered by hisiher Step 2, within 30 calendar days resoived at Step 3 (DPA), within
exists, halshe shall nolify the ARB supenvisor, the grievant may appeal  after receipt of the second step 30 calendar days after fﬂm'ﬂ"tﬂf
Chief Counsel. The Chief Counsel  the decision within 14 calendar respanse, the Union shall have the  the 3 EtEF_? respornse, the Unian
will immediately assess the days after receipl of the decision o right to 2ppeal to the Department of  ™ay submit the grievancs fo
siluation, direct any necessary the ARB Lzhor Relations Officer st Personned Administration (DP4).  arbitralion.
corrective action, and either direct
the employee lo lemporarily Air Resources Board
perform some other task or direct Afin: Labor Refations Officer
{re employee lo proceed with Hurman Resources Branch
assigned duties. 1007 | Street, 20% Floor
Sacramento, CA 95814

Within 5 calendar days after receipt

af ihe appealad grievance, the

Laber Relations Officer shall

respand in writing to tha grievance,

hlobe: Grevances must ba fled on form STD. 630,

If the: State fails 1o raspond to a grievance within the time limits specified for a given step, the grievant or the Union has the right to appeal to the next step. A
detailed description of the Health & Safaty Grievance procedure is contained in the Bargaming Unit 2 Collective Bargaining Agreement. Employess are sirongy
encouraged to review the Colective Bargaining Agreement language for specific information regarding the health & safety grievance process.
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HEALTH & SAFETY GRIEVANCE PROCEDURE
California Association of State Scientists (CAPS)
(Bargaining Unit 10)

All Health and Safety grievances deemed necessary for expedited processing shall be appealed directly to the second level of the grigvance procedurs
pursuant ta the modified time limits set forth below:

Health & Safety
Infarmal Discussion ) Grievance ;
Step 2
- — Division Chief —
upervisor

=

An employes's grievance initially
shall be discussed with the
emploves's immediale supervisar,

Within 7 calendar days the
immediate supervisor shall give

If the grievant is not satisfied with the
decision renderad by his/her
supervisor, the grievant may bypass
Stap 1 (Branch Chief) and appeal the
decision within 14 calendar days after
receipt of the supervisor's decision
directly to histher Division Chiaf at
Step 2 of the formal grigvance

Within & calendars after receipt of the
appealed grievance, the Division Chief
shall respond in writing lo the

his/her decision or response,
procadure.
qgrievance.
e Grievances must be fled on form STO. 630,

Health & Safety
Grievance
—»
Step 3
Labor Relations
Officer

If the grievant is not satisfied with the
decizion renderad pursuant fo Step 2,
the grievant may appeal the decision
within 21 calendar days of receipt o
the ARE Labor Relaticns Officer at.

Labar Relations Qfficer
Air Resources Board
Human Resources Branch
1001 1 Sireet, 206h Floor
Sacramento, G4 95814

Within 21 calendar days afler recsipt
of the appealed grievance the ARB
Labor Relations Officer shall respond
in writing.

Health & Safety
Grievance

Step 5

Arbitration

If the grievance is not resolved at
Stap 3, within 30 calendar days
after the Ird-level response, CAPS
shall have the right to submit the
grievance to arbifration,

If thee Stata fails 1o respond to a grievance within the tme limits specified for a given step, tha grievant has the right to appeal to tha next stap. & detaled description of
the Health & Safely Grevance procedurs is contained in the Collective Bargaining Agreement  Employees are sirongly encouraged to review the Collective Bargaining
Agreement language for spedific information regarding the Health & Safety Grsvance process,
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HEALTH & SAFETY GRIEVANCE PROCEDURE
International Union of Operating Engineers (IUOE)
(Bargaining Unit 12)

When an emplayee in good faith believes that hefshe is being required to work where a clear and present danger exists, the employes
will immediately notify histher immediate supervisor. The supervisor will immediately investigate the situation (unless circumstances do
not permit, the supervisar will endeavar to check with a higher level of management or with the departmental safety officer) and either
direct the employee to temporarily perform some other task or proclaim the situation safe and direct the employes to proceead with
assigned duties. If the Union or the employes still believe the unsafe conditian exists, the Union or the employee may file a formal

grigvance.
Health & Safety
Grievance —-
Step 1
Division Chief .

A formal grievance may be filed
with the employee's Division
Chief o later than 15 days aiter
the event or circumstance
accasioning the grigvance or
after knowledge of same
reasonably should have been
acquired,

The Division Chief will respand
within an hour after receipt of the
Step 1 Formal Grigvancs,

=
w

If grigvant i not satisfied with
(e decision rendered at Step 1,
the grievant may appeal the
decision i the ARE Labor
Relations Officer. Appeals must
be postrarkad within 10 days of
{re Step 1 decision. Step 2
grievance appeals should be
mailed o

Air Resources Board
Hurnan Resources Branch
Attn: Labor Retaticns Officer
1001 | Streat, 208k Floor
Sacramento, 04 95814

The ARB Labor Redations Officer
will rezpond fo the Level 2
Grievance within 3 days.

Grevances must be fled on form STD. 630,

Health & Safety

Grievance Board of —

Adjustment

Health & Safety
Grievance —
Step 2
Labor Relations
Officer —

[f IUQE is not satisfied with the
decizion rendered by the
Depariment, IUOE may appeal the
decision for consideration by a
Board of Adjustment pursuant o
Adicle 14.9of the Unit 12
Caollective Bargaining Agreement,

Health & Safety
Grievance
Step 4

Arbitration

If the grievance is nol resolved
at the BOA level, within 15 days
after the BOA detarmines that &
deadlock exists and has so
informed the parties in writing,
[UOE shall have the right o
submit the grievance to
arbitralion.

I thea State fails fo respond to a grievance within the Bme limits specified for a given step, the gnavant has the right o appeal to the nest stap. A detaled
descripbion of the Health & Safety Grievance procedure is contained in the Collective Bargaining Agreement. Employvees are strongly encowaged to review
the Collective Bargaining Agresment language for specific information regarding the health and safety gievance process,
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Work-Related
Complaints:

A complaint is a dispute of
one or more employees
involving the application,
interpretation, or
enforcement of a written
rule or policy not covered
by the Collective
Bargaining Agreement and
not under the jurisdiction of
the State Personnel Board.

Resources:

With the exception of employees in Bargaining Unit 12, employee work-related
complaints may be filed on either an “Employee Contract Grievance (Std. 630)" form or
in memorandum format. Employees covered under Bargaining Unit 12 must file both
grievances and work-related complaints using the “Employee Contract Grievance
(Std.630)" form. All work-related complaints must include the following:

(1)  The date of the incident or action causing the complaint.

(2)  The date of the informal discussion and date of informal response.
(3)  The written rule or policy allegedly violated.

(4) A clear description of the problem or issue causing the complaint.
(5)  The specific remedy being requested.

Failure to include the above information in the complaint document can result in the
complaint being returned to the employee or his/her representative as incomplete
and/or improperly filed. Timeframes for processing the complaint are not necessarily
extended due to the return of an incomplete or improperly filed complaint.

Only grievances (issues involving the interpretation, application or enforcement of the
provisions of a Collective Bargaining Agreement) may be appealed to the Department
of Personnel Administration. For work-related complaints, the Labor Relations Officer
is the final level of review.

= Collective Bargaining Agreements

=  Employee Contract Grievance (Std. 630)
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http://www.documents.dgs.ca.gov/osp/pdf/std630.pdf

